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{ work ia the world of computer terminology. Every day [ encounter
words Lhat aren‘t in any dictionary or worde that sometimes are used
as two words, sometimes are hyphenated whea used ms 3 unit modifier,
and sometimer are writtem as one word. Keeping track of whea to use
one word, two words, or a hyphenated word is a time-consuming task,
especinlly because there iz wo on:: way (o do it. The authors | work
with send their pafers to s variety of journals, aad many journals
have a preferred .., of spelling.

Another problem | deal with frequently is what to do about acronyms.
Some people use FORTRAN, and others use Fortran: both are
acceptable. There is no way to avoid acrunyms, and it seems that sew
ones are created every day.

To muintain my sanity and a profensional rapport with the maay
authors [ wourk with, | decided to develop nome ways to cope with the
ever-chauging computer treminology. 1 describe here the methods that
! find useful (including uning the computer, which is a VAX ruaning
the UNIX nperating system). You need nol bave sceess Lo fancy or
expensive equipment though to modily my methods for use in another
euvitonment.

INTRODUCTION

Imagine how [ frit in the following situatiwn. [ had edited an author's
paper and changed avery occureence of online dosementation lo on:
line documentation. 1 explnined to hiry that the atyle puide for the
publisher of iis paper peeforeed this vae. That made petfect nense to
him, no he started using en-line an an adjective and on {line a8 aa
adverh 1n his papers, Iettees, and memon. Not too long after that, a
memo of Fin eame back from one of his supervisors with insteuctions to
change all of the ondin. adjeetives and on line advetbs (o online  1le
was confused, and he ¢ame to talk with me about .

It uecureed 1o me that vhe words you choose, and even the apelling of
the wurds you choose, depend on the intended audience of the paper,
letter, or memn, and that many of the people :vht: were generating all
thone wopds didn't understand that there s more than one right way
to weite, 1 derided that aa the person these people rely on for editorial
ndviee, | hetter devive soms ¥ eya o help them (nnd help myself ton!),

Manv of you may aleeady b Joing something similar to the things 1
deacribe here. Tetminulogy w changing so eapully that | don't think
any of un can keep up, and we all muat devine methuds of coping.

[
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ESTABLISH A GLOSSARY OF COMMON TERMINOLOGY

From my previous experience, | knew that a style guide i a great aid
Lo techaical editora. It seemed even more meceranty to Me s & Rew-
comer in the Beld of computing—] needed to learn the common terma,
acronyms, and abbreviations. | needed Lo take whatever information
was already available and customize it until 1 fuund it useful.

Spelling Variations and Hyphenatlons

When [ started vorking in my current job. [ was given a list of terms
and acronyms commonly seen in papers, reports, and correspondence
in the Computing and Communications (C) Division. Many people n
the division used that list a8 » mini style guide. At first, some of the
words oa that list were abborveat to me (for example, online, sigaoa,
logon. and lngin), [ couldn’t find them in my American Heritage lie-
tionary or any of my other refereace books, but | kept seeing them
published in journals, magatines, and oewspapens. 1 dida't want to
rhange log-in procedure Lo login procedure because the mini style guide
listed that speiling. It really was a confusing situatioa for suthors sad
for me. 1 realized that the best thing to do was to keep a list of #ll of
the acceptable spellings instead of trying to follow one preacribed way,

So | started rewriting my list. Where it listed quening [ added queue-
ing. | couldn't And queueing in any of my Lhree dictionaries, but an
autbor brought me a page copied out of her dietionary showing queye-
ing a8 an acceptable spelling. Where database was listed, | added data
base and data-base. | doted the word use of each spelling: data base
{noun;}, data-base (adj), databsse (noun, adj).

| thiok prople ate confuned by the situation wnere two words are ured
for am ndverb and the same two words are hyphenated when used as
an adjective. For example,

e  Our goal is to make on-line documentation available for all ays-
tems.

. The documentation is available oo line.

My theory in that most computer scientists don't know the difference
hetween an adjective and an adverb (and don't care) and they don't
understand the differences between the sentences abave, [f you leave
the editing to them, they will either hypheaate every occurrence of on
{ine or they will make it one word whenever they nee it. That crr-
tanly 18 simplee and it in conmistent. And | think it's practical,

Another problem that confuses many people cccirs when » string of
words 8 hyphenated when it comes before a noun but that ;ame string
of words m not hyphenated when it comes after a noun, Ths rule 1s
vonfuning because thete are so many exceptions toit. Copsider the (ol-
lowing coreect sentenees,

Thin ‘s the state-of-thenrt computer,

T'his eomputet representa the state of the art,

T'he task of whiting dorummentation is nevet-ending,

Writing dasumentation is a never-ending taak,

The pipe must be 10w long

We will feed & 10-m:long pipe (o teplace Lhe heoken one,
Some people ret na if I'm making up the rules aa | go along when |
expinin the diference  Althovgh 1'm the editor aad | like to think of

mynell s & careful writer, even | think aome of the rulen aren't very
peaciical.
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In the Aeld of computing, the trend seeras tn be (o make oae word out
of two words. | am sometimes tempted (o follow that tread. I have
trouble remembering all the different tpellings and [ have to look up
the rame words repesatedly, so it's a real temptation to make them all
one word. (I think I could tolerate runtime, but what about crossec-
tion?) | Aod it helplul Lo add those ‘problem” words to my list as well.

By adding acceptable spellings and hypheaations to my list snd by
explaining them a little bit, | was doing mysell & favoer. Pethaps the
penple whose paners | edit will underetand that | know what I'm doing
when | use dato base in one of their papers and databsse in another
(depending on the style of the publisher). When the suthor isa’t sure
who will publish the paper, I use the spelling that the author prefers,
making sure that the spelling is consistent throughout the paper. By
the way, no list can be complete=not when terminology changes so fre-
quently. 1 try to keep the most commonly ysed spelliogs and hypben-
ations on my list. This list man't supposed to replace my reference
books—its function is to put cemmon problems in one small document.

Acronyms

Another thing | found helplul, especially because the feld of comput-
ing was oew Lo me. was to add the most commouly used acronyms sod
the:r definitions to my lisi. Acronyms are very conimog in computing.
| don't believe actonyms can be avoided, but | do think their use cun
be limited to only thr mcs? important ones. Why not spell out
sciealific workstation e ery time it occurs rather than use SWS? Doing
thia really makes a document easier Lo read. | believe acronyms should
be defined, and writcrs should remember what they mean: it is redun-
dant to use (VK8 Systrm when GIKS is an acronym for Graphics Ker-
nel Sys.emn. Also, | do not favor using odd capitalizations for words in
the acronym's definition, although this is hard for some people to
accept. For example, 1 often aee

eXtend~d NETwork Accesa System (XNET).

| preter 1o use ['xtended Neiwork Access System (XNET). And if an
acronym doesn't refer to a specific place or thing, 1 don't capitalize any
of the words: computer-based terminal (CBT).

In major documents thet use a Int of acronyms, | always add a glos-
saty. 'eople don’t necessarily read large documents from start to
finish, s they may have missed the definiticn of ap acronym. To gen-
erate part of the glossary, [ run my fBles through the spellisg package
on the UNIX system that ! use. It regards acronyms as musspelled
wotds; it even lists them for me in alphabetical order. All | bave to do
is define them.

IKeeping track of acronyma serves anothet uaeful purpose. [ ean never
remnember when | see torma spelled with all eupital letters whether they
ate In fact actonyins so by refereing to my list, | can quickly find out,
A mistake 1 frequently aee is ADA- many people think Ada is an acrn-
nymn, hut it the name of a programmming language and it was taken
from a woman's first name  This (s discunsed in more detail below,

Jpper Coase, L.ower Case, Bold, and Itaile

Many people who write and edit whers 1 work vise the UNIX operaung
siatery, which means it is eaay to use bold, italies, and upper and lower
cane. Authors often tell me that they want certain worda to stand out,
w they put them o upper eane, - ¢ they put them in bold or italie, or
they do all three' | try to convinee them that a page liberally aprin.
kled with every font available defeata the purpose of moking anything
dand out. {Towever, | mention this topic beeause ; think 1t adds to the
confusion of the eeaders (and the writees) aboul spelling. For example,
many people ure all capital lettere for the names of aystems, software,
and wtilitien, “Thua, | aften see combinations of TELENET and Tolenet
shd ARPANET and Arpanet in one docunient. tn general, words that
are aceonyn's shoufd he in all caps, and words that are not acronyms
but merely names should be treated as any other nume.

Abbrevistions

There are a few abbreviations that | bad never encountered before |
started editing computing papers, so | heve them on my list too. A
few of theoe include bit/s (bits per second), byte/s (bytes per second),
capital K when the number refers t» memory (64K memory), bat lower
case k for %ilo (thousand), as in 9600 kbit/s.

Quotation Marks and Other Punctuation

Have you ever read anything reiated to computing where the quotation
marks were in the correct position? Tae established convention i to
place periods and comimas within quotation marks. Yet [ almost never
see them there. Computer scientists pul the quotstion marks where
they belong logically. | bhave to do it all the time, too. For example, to
get the title of a reference but not the comma following it to come out
in italic font, [ have to type in tbe following:

.i "Name of Dook ",

In most papers and reports, | follow established conventions for quota
tion and other punctustion morks, but computer documentation is
another matter. lHow would you puactuate the sentence that follows?

To change to another person's fle space and look at the files
in their 2yrplan directory, type in the followicg command:

cd fu0/ktw/2yrplan

Most editors will put a period st the end because all sentences shoyld
end with a period. Most tacumentation writers will leave the period
out because they don't want agyone to think that the period is part of
the commond. Personally, | think commaods like the oune above
should be treated like equations, where a period is put two spaces after
the end of the command.

KEEP A SMALL BUT SEPARATE LIST FOR EVERY
EDITING JOB

[{ow do | remember to use data dase and data-dbase ln the poper | edit
on Monday and database in the poper | edit on Friday? | wouldo'l be
able to do it if [ dida't keep a list for every editing job that | do.
When | start a job, | list, in alphabetical order, all the acropyms,
strange spellings, and hypiienntions that | uce. Whep [ have to put a
jnb aside for severnl days, 1 can pick it up again and continue with my
editing. Without thal list, 1 wouldn’t .:e able to remember what | had
done, | would have to search through the file looking fur those words
to see what | had done before [ cunld go on. When you have accens to
a computer or a word ptocessor, that isn't diffleult to do, bu* without
tioae tnols, you have tn go through it youeself, page by page—a siow
and tedious tnsk. kven with nccess to computers and word processors,
[ save time by generiting these lists, When | complete a job, | file the
list along with a copy of the completed paper jusl in case |1 comes
back someday to he revised,

MAINTAIN A PBOOKSHELF OF GOOD REFERENCE
BOOKS

I don't think | conld function for two duys as a technical editor
without a few good reference books within easy rench  No one can
temember all the spelling and grammae rulea that an editor has to eely
on to do the job. Authors are tauch more willing to aceept an erditor’s
ward if the ~dfior can find a source in a published buok, [ am dways
thumbing threugh these books and would be lost without them  So |
recommend that you asaemble a eollection of books, hecoms familiae
with thelr contents so you can use them quickly and ramly, and of you
are hicky enough to have a slow afterncon, spend soine time tending
them.  ‘The bitliograply nt the end of this paper lista some of my
favorites, with the more general bonka listed Brat aad the booka
specille to computing listed second. Try not to think of your teferenre
books ke bibles  “They ats there to guide you, hut they can oftea
frusteute you bheenuse they sometimes conttadict each other. Use them
to gde you, not Lo rule you,



LET YOUR TERMINAL DO SOME OF THE WORK

Throughout this paper | have touched upon ways that [ use my termi-
pal to help me with my work. Using a terminal can be a real
imesaver, but | doo't depend on it too much because 1 know that |
will be held sccountable for all the mistakes the termioal dida't find. |
would like to summarize some of the the pros and cons here.

Take advantage of sny tools that yon huve available on the syatem. If
you have spell, diction, or Writer's Workbench, use it. Add variant
spellings tc your dictionary if you caa.

Use the spelling package if you have one to generate a list of acro-
nyms. The system that | use thinks acronyms are maisspelled words, so
it lista them in alphabetical order for me. [ go through the list, add
the definitions, and [ have part of my glosaary.

Une the search command to check apelling. For example, if | want to
check to see il database is always spelled as one word, | have the
system search for every occurrence of ata. It will theo fad sll of the
following: data, data-, database Data, Data-. and Database. As ! go
through, | can check each word to make sure it is correct. Beware
using a global command to find or change things; for example, if you
use a 3lobal command to change all occurrences of data base to
database, you might end up with a few embarrassing occurrences of
Dats base or data-base. It's a good idea to search through a Ale from
fr. 2t to back, using human judgment to decide whether a change is
appropriate,

There is another thing | have to watch out for when | use the search
command. If | want the system to search for something that has two
words, for example, second order, and if 1 type in those two words, it
will not find those occanions where tha first word falls at the and of a
line and the second word begins a new line, | learned that by trial and
error. So now | give the system as few characters Lo search for as is
possible. That means it takes more time to search through a file, but |
can feel pretty sure that the system found each occurrence of whatever
it was searching for.

CONCLUSIONS

As editors, should we defend our dictionaries and usage guides and
ignote what is happening in the field? Should we pick one way to spell
words that have more than one acceptable spelling and always use that
spelling’ Would we provide our suthors a service by doing so? [ don't
think so. Although | don't particularly like the verd acceas, it is uned
frequently, sad | would be fighting a losing battle trying to atop it.
There are hetter battles to Aght. Dut | certainly do not advocate
throwing away our dicticnaties and style guides. (I woulda’'t mind
tossing out all the reference books that contradict one another, but
then | wouldn't have anything Ieft on my shell) | believe in being a
careful writer—not o nit picker, not a rigid defender of all the rules, but
3 person who is familise with the rules nnd who can decude when the
rules are being too restrictive.

Is there any way that you can use my methods to help you do your
job? 1 think w0, Refore | atarted editing papets abe it computing, |
edited papers on a vanety of technical topies. No matter w' at field
you are in, cettain words nre used over and nver-n geology it may be
grovodwater and growmd watrr The snme probleme appear—it's just
the termn that are different, Pathaps it really doesn t matter whether
we use one word or two or whether strings of words are hyphenated
betore or after a noun—ns long aa we are clear in delivering our idenn
and conrintent in our use of words and style within one document
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